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Food  ri^tritution  Administration  Internal  Corrmic-nic^tion  Series 


Effective  J^jhu? r^"  r,  1943,  the  A^:ric\-.ltural  Marketing  Administration  end 
other  s^encies  cor solidr.ted  "by  Secretary's  Memorandum  ITo".  1054  shall  1)6 
kncvrn  as  and  should  initiate  the  use  of  the  name.  Food  Eistritution  Adjr.ini- 
str?tion,    This  pho\ild  replace  all  other  organizational  titles  previou<^ly 
used  I'j  Bjry  of  the  component  a^rencies  of  the  Food  Distribution  Administration. 

Tnero  is  nereov  estaolirhed  the  Director's  Iv'.eiaorandujn  Series.     TMs  series 
-.'ill  contain  ccraim-.nicationr-  to  the  staff  of  Food  Distrihution  Administrar- 
tion  on  ir;atters  of  objectives,  organisation,  policy,  orccediire ,  e:nd 
delegations, 

Designrticns  of  personnel  appointn-ents  and  other  cdanrani  cat  ions  of  pn 
^nnc'^nceraent  np.ture  shall  "be  issued  as  unnumhered  inemoranda  from  the 
Director  to  the  appropriate  office. 

There  is  also  e  standi  shed  a  nfjnhered  mernoraniizn  series  for  e?.ch  ■braj"iCh. 
To  accomplish  the  chiectives  of  the  Administration,  increasing  decentral- 
ization of  operations  and  execution  of  rrog-r^^ms  through  f  i eld  or^^enization 
vill  be  inevitable.     The  iiTtrjortr-nce  of  an  effective  system  of  corjnunicr.tion 
in  a^dminis taring  -^ur  T^prtirne  resoonsibilities  on  a  decentrc'lized  basis 
cannot  be  ovor-eirphasized.    To  provide  a.  m-^ans  of  com.TTani eating  clear— cut 
instructions  to  both  TTashir^ton  .-^nd  field  personnel  of  the  Administration, 
each  branch  shall  set  fortn  in  its,  branch  riemorandum  series,  its  obToctives, 
policies,  ori;paiizp.tion  and  procedures  as  ?rell  ais  tech-nical  instructions 
or  standar''?  involved  in  administeriri,^  the  programs  cf  the  brajich. 

Each  re^^ionsl  office  of  the  Food  Distribution  Administration  shall  establish 
a"  numbered  F.e'rional  Administrator'^  Memoranda  series  to  coTrmunicate  general 
regional  policies  and  organization  to  the  Food  Distribution  Administration 
field  personnel.     Information  in  memoranda  series  of  "^as-iington  brancnee 
whose  activities  ha.ve  been  regionalized  shall  be  transmitted,  by  the  appro- 
priate division  of  the  regional  office  to  the  appropriate  field  offices 
through  separate  regional  division  memoranda  series.    The  information  in 
tnese  !7ashir^tcn  memoranda  may  be  commi-jiicated  unchruiged  in  the  regional 
divisional  series,  modified  in  the  regional  series  to  meet  conditions 
peculiar  to  the  region,  or  used  only  in  the  regional  office  at  the  dis- 
cretion of  the  appropriate  regional  officials.    Memoran.da  of  Trashington 
brancnes  whose  field  personnel  are  not  at  present  adjninistratively  re- 
sponsible to  the  regional  administrator  shall,  wherever  feasible,  be  sent 


-  2 


to  the  appropria.te  regional  offices  for  distrib-ation  to  the  field.  These 
brsnches  shall  inform  the  Adnjinistrative  Services  Division  in  I^Tashington  of 
the  numter  of  copier,  of  t-ieir  coinnranic?^tions  to  be  furnished  the  ap^. ro- 
priate  region?.!  offices  for  distribution  to  the  field  offices  of  the  brejich 
or  division. 

The  regional  offices  shall  be  responsible  for  distributing  Director*? 
Memoranda  in  their  original  form  to  all  field  offices  within  their  rrspective 
regions. 

The  present  Agricultural  Marketing  Administration  communication  seriee, 
including  Administrator's  memoranda,  Branch,  Division  and  Regional  memoranda, 
together  with  such  communications  series  governing  a„dr.iini strati  on  .  func- 
tions or  activities  transferred  to  the  Toed  Distribution  Adminii^tra  :■  ion, 
sr.aJ.l  continue  m  effect  as  I'ood  Distribution  Administration  memoranda  series, 
except  as  they  are  modified  by  this  and  subsequent  memoranda. 


Director 
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DIRSCTOR'S  ICSMORAITDU?"!  ITo.  1 
Revision  1 

Internal  Comm^ani cations  System  in  FDA 

Experience  during  the  past  several  months  in  the..issuailp^,«oO^P:'ihstrugjy,.eTts^' 
and  procedures  for  carrying  out  the  wartime  i — rrnri>i  l\_tj_nin^^'"Fi^  has 
indicated  that  the  present  system  of  internal  administrative  communica- 
tions requires  certain  modifications.    Accordingly,  the  following  system 
is  established  for  the  issuance  of  communications  J 


1.  Memoranda  issued  by  the  Office  of  the  Director 

Director's  Memoranda  will  contain  instructions  on  over-all  FDA  poli- 
cies and  programs,  delegations  of  authority,  and  assignments  of  func- 
tions, as  well  as  general  procedures  designed  to  effectuate  these 
policies.  (Communications  of  an  announcement  nature  '^ri.11  be  issued 
as  unnumbered  memoranda  from  the  Director  to  the  appropriate  offices.) 

2,  General  Administrative  Instructions 

A  Manual  of  General  Administrative  Instructions  will  be  issued  to 
include  all  memoranda  which  affect  administrative  policy  and  pro- 
cedure throughout  FDA.     This  '-aniaal  will  include  memoranda  written 
by  the  service  divisions  responsible  for  the  respective  service  func- 
tions, as  well  as  memoranda  on  administrative  matters  written  by  the 
Deputy  Director  for  Procurement  Activities  and  Management  Services. 
The  Manual  will  include  and  supersede  any  instructions  concerning 
administrative  policy  and  procedure  which  have  been  issued  as  Direc- 
tor's Memoranda. 


3.    Branch  and  Division  Memoranda 

Branch  and  Division  Memoranda  vdll  be  issued  by  Branch  and  Division 
Chiefs  to  communicate  branch  and  division  policies,  objectives,  pro- 
ced.ures,  and  technical  instructions  involved  in  administering  the 
programs  of  the  branches  and  d-ivisions. 

Under  the  FDA  pattern  of  regional  orgaunization,  branches  and  divisions 
in  Washington  act  for  the  Director  in  program  development.     In  addi- 
tion, they  are  responsible  for  communicating  to  the  regions  policies, 
procedures,  technical  standards,  and  instructions  for  adjnini stering  ' 
aational  programs  at  the  regional  level.     In  order  to  coordinate  memo- 
randa and  instructions  to  the  regions,  and  avoid  the  issuance  of  con- 
flicting instructions  from  Washington  to  the  regions,   the  branches 
and  divisions  shall  clear  all  memoranda  to  the  field  vdth  the  Deputy 
Director  for  Procurement  Activities  and  Management  Services. 
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4,     Reg;ional  Memoranda 

Regional  Director's  Memoranda  and  Regional  Division  Memoranda  vdll 
"be  issued  "by  Regional  Directors  and  Regional  Division  Chiefs  to 
communicate  regional  organization,  programs,  policies,  and  procedures 
to  the  regional  personnel,  as  well  as  instructions  from  Washington 
as  they  apply  to  the  particular  region. 

The  Organization  and  Procedure  Division  shall  review  Director's  Memoranda 
and  G-eneral  Administrative  Instructions  prior  to  issuance,  and  shall  work 
with  the  Branches  and  Divisions  in  developing  the  series  and  frrmat  for 
their  issuances,     Distrihution  of  the  duplicated  memoranda  will  "be  made 
"by  the  Administrative  Services  Division, 


Dire'ctor 


IHDEX  EiTTRISS: 

Adinini  strati  on,  G-eneral:  Communications,  internal  administrative 
Communications,  internal  administrative  (see  also  Administration, 


G-eneral) 
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